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Chapter 1  

  

Getting Started  

Chapter 1 ï Getting Started  

  

Welcome to MAERS!  

  

In this chapter you will learn the following:  

Section 1.0 ï Manual conventions  

Section 1.1 ï Access to the MAERS database  

Section 1.2 ï The logical sequence of data entry   

Section 1.3 ï Various search functions and hyperlink short cuts  

  

 
  

Section 1.0 ï MAERS Manual Conventions  

  

To follow along with this manual, text changes, colors, and symbols within the 

sections are used to provide an alert to certain areas of instruction.  Please use 

the below key as you go through the manual.  

  

Instruction  Description  

  

All fields in MAERS with a red arrow are required data 

entry fields and must be completed before a record can be 

saved  

1  Red Numbered Arrows are used to point out details on an 

image with accompanying notes  

Bold  References to MAERS Screen names, Tab names or Data 

Fields are in bold font  

Bold Italic References to MAERS Buttons are in bold italic font  

Italics  Special notes or tips for data entry or processes are in italic 

font  

ñQuotesò  Quotes are used on demonstration records or examples  

 Yellow   

  

Yellow Highlights are shown on an image to draw 

attention to specific details  Highlights 

Underline Blue Blue hyperlinks are used to quickly navigate to other 

websites or chapters/sections within this manual.    

Underline Blue Blue hyperlinks in Arial-expanded font represent any link 

references in MAERS  
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Section 1.1 ï Access to MAERS  

  

Requesting a MAERS User ID   

If you do not have a MAERS User Access ID, please go to the State of  

Michiganôs Adult Education website at http://www.michigan.gov/leo.  Select  

Workforce Development from the Bureaus & Agencies dropdown.  Click the  

Education and Training link then select Adult Education ï Providers of  

Programs link.  Scroll down and click the Michigan Adult Education Reporting 

System (MAERS) link under the Important Program Information header.  You are 

now on the MAERS page of the Adult Education website. Select the User Profile 

Form link, fill out the form, and follow the email instructions.  Upon receipt and 

approval of the form, you will then receive an email with your MAERS User 

Access ID and a temporary password.  

    

Requesting a MAERS User ID/Password Reset   

If you have forgotten User ID to MAERS, please contact the MAERS Help Desk at 

LEO-maers2.0@michigan.gov.  If you have forgotten your password, it can be reset 

upon logging into MAERS. 

  

Accessing MAERS   

If you already have your MAERS User Access ID and password, type the 

following address into your URL Browser:  

https://services.michworks.org/maers/plsql/web_page.frontpage.  

  

A sign in box will appear. Type in your MAERS Username and Password then click 

Submit.  (Image 1.1a)  

  

Image 1.1a  

I   

  

Notes:  

Å After clicking Submit, a Terms of Use Acceptance Dialog appears.    

Å To reset a password, click the Reset it here! link and follow the prompts  

   

The initial page that appears after logging in is the System Notice page.  

Important alerts or system changes are viewable for MAERS users.  Upon 

http://www.michigan.gov/leo
http://www.michigan.gov/leo
https://services.michworks.org/maers/plsql/web_page.frontpage
https://services.michworks.org/maers/plsql/web_page.frontpage
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logging in, always browse these messages to stay up to date with system alerts 

and changes. (Image 1.1b)  

 

Image 1.1b  

 
1. Read about recent alerts or system changes  

2. Click on the More Information link, if one is displayed, to view an 

attachment  

3. After reading any new MAERS notices, click on one of the tabs at the top of 

the screen to begin data entry/viewing in MAERS    

4. Once you navigate away from the Welcome page you can view past notices 

by clicking on the Help/Info link and then the System Update  

Notices link in the Special Functions tab.  (Image 1.1c)  
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Image 1.1c  

 
 

 

 

Section 1.2 ï Sequence of Activities  

  

There is a specific sequence of data entry that is required which allows critical 

information to work in other modules of MAERS.  

 

Å Instructors and Locations must be entered first to be able to create the Class 

Setups.  The Instructor and Location records created allow the Class Setup 

functions to work.  Refer to Chapter 2; Class Functions.  Once Instructors, 

Locations and Classes are created, use the Class Copy functions to copy 

these records into the next Program Year.  Refer to Chapter 4; Class Copy 

Functions.  

  

Å After the Classes are setup, Registrations, Eligibility and Pre-Tests need to 

be entered.  Refer to Chapter 3, Participant Functions; Section 3.0, Section 

3.1 and Section 3.2 for Registration, Eligibility and Assessment instructions.  

  

Å Class Enrollments can only be done after the Eligibility for the program year is 

completed.  A Pre-Test is required to be done before 12 hours of instruction 

and is optional for those who are only enrolled in an HSD program.  The test 

indicates the lowest Educational Functioning Level of the Participant which 

provides information of which classes the Participant should be enrolled.  

Refer to Chapter 3, Participant Functions; Section 3.3 for Class Enrollments.  

  

Å Attendance is done monthly.  Refer to Chapter 3, Participant Functions; 

Section 3.4 for Monthly Attendance.  

  

Å Achievements are captured and entered each program year in which a  

Registration is active.  These achievements are used for both Federal 

Measurable Skill Gains and Section 107 performance reporting.  Refer to  
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Chapter 3, Participant Functions; Section 3.8 for Achievement instructions.  

Å Planned Gaps are entered as a holding place any time after the Registration 

Date and before the Program Exit Date.  Refer to Chapter 3, Participant 

Functions; Section 3.6 for Planned Gaps.  

  

Å The Post-Test is entered which determines the Participantôs Educational 

Gain.  Refer to Chapter 3, Participant Functions; Section 3.2 for Post-Test 

Assessments.  

  

Å The Program Exit data is entered after the Participant has exited their classes 

and is now exiting the program.  Refer to Chapter 3, Participant Functions; 

Section 3.9 for Program Exits.  

  

Å Follow Up on performance Outcome Measures can only be done once a 

Participant has exited the program.  Refer to Chapter 3, Participant 

Functions; Section 3.9 for the Follow Up requirements.  

  

Å Class Copy functions is a tool used to set up class functions for the next 

program year.  Refer to Chapter 4, Class Copy Functions.  

 

Å MAERS has many available reports which will assist data entry staff in 

understanding what data is due or missing.  Reports can also assist in 

understanding the programôs performance and demographics served.  The 

USDOE National Reporting System reports are also available in MAERS.  

Refer to Chapter 6 to learn how to schedule and read MAERS reports. 

  

 
  

Section 1.3 ï Search Tools and Navigation Links  

  

Throughout MAERS, there are numerous links and tools provided to assist in quickly 

navigating to other screens and to narrow a search for specific data.  
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Navigation Links  

 
  

The above screen shot is just one example of the various navigation links provided to 

assist in moving through the MAERS system.  Blue/Purple text in the body of any 

screen is a hyperlink.  Clicking on the hyperlink will then navigate to the corresponding 

screen. (Image 1.3a)  

  

In this screen example:  

1. Class Name ð the ñBasic Educationò link will navigate the User to the 

Update Class Information screen for this Class    

2. Instructor ð   the ñMary Instructorò link will navigate the User to Maryôs 

Instructor record in the Update Instructor Information screen  

3. Location ð the ñJohnson Centerò link will navigate the User to the Location 

record in the Update Location screen  

4. Participant Name ï Based on what screen is displayed, the ñParticipant 

Nameò link can navigate to different screens:    

Å Using the ñParticipant Nameò link in Class Enrollments by 

Group will navigate the User to the Enter/Update Participant 

Class Enrollments screen   

Å Using the ñParticipant Nameò link in Class Attendance by  

Group will navigate the User to the Enter/Update Single  

Participant Attendance screen   

Å Using the ñParticipant Nameò link in the Header will navigate the 

User to the Update MAERS Registration screen.  

  
Image 1.3a   
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5. Attendance by Group ð the Class Attendance by Group link will 

navigate the User to the Enter/Update Class Attendance by Group 

screen   

The above screen is just one example of the various navigational link tools provided 

to assist in navigating to other MAERS screens.  

  

Navigation Tools   

 

 
  

Several modules will display multiple tabs.  Select the tab to open the screen.   

Most modules with tabs require all the tabs to be completed before clicking  

Submit or Update. (Image 1.3b)  

  

Search Result Tools   

  

 

  Image 1.3b   

  

Image 1.3c   
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The above screen is just one example of the various search tools provided to 
assist in locating specific data.  Dropdowns, ascending/descending arrows, 
search boxes, and page numbers are used throughout the system to allow the 
user to filter the search results.  Export options are also available on certain 
screens.  (Image 1.3c) As shown on Image 1.3c:  

1. Export Options ï   

Å Copy to Clipboard ï Exports the Search Results data to the 

Clipboard so it can be pasted into software like Word  

Å Export to Excel ï Exports the Search Results to a file that can be 

imported into Excel  

Å Export to PDF ï Exports the Search Results to a .PDF file  

Å Print ï Formats the Search Results and launches the browserôs print 

function  

2. Show Entries ï Displays a view of 10, 25, 50, or 100 rows on a page  

3. Column Arrows ï Allows the user to sort each column in alphabetical or 

numeric ascending/descending order  

4. Search Box ï The information entered into the Search box will look across all 

the columns and match exactly on the text entered   

5. Page Navigation Buttons:   

Å First ï Navigates to the first page   

Å Previous ï Navigates to the previous page   

Å Page Numbers ï Navigates to the specific page   

Å Next ï Navigates to the next page   

Å Last ï Navigates to the last page   

 

Participant Navigation Tools  

 

 Image 1.3d 
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Image 1.3e 

  

1. Participant Navigational Bar ï A drop down list located at the top of the 

participant data screens (Image 1.3d)  

2. Footer Navigational Buttons ï Buttons located at the bottom of participant 

data screens (Image 1.3e)  

  

Both the Navigational Bar and Footer Button tools have the same functions and 

can be used to easily navigate between MAERS modules for an individual 

participant.  Once a search has been completed on a participant, the Participant 

Navigational Bar at the top of the screen or the Footer buttons at the bottom of 

the screen will allow you to stay within a participantôs record.  

  

Note:  The order of the data screens in both the Navigational Bar and Footer 

buttons follows the data entry sequence.  

  

Tip:  The Print Registration selection from the Participant Navigational Bar and 

the Footer Navigational Buttons is a printable history of a participantôs 

registration; including personal data, assessment history, eligibility history, 

achievement history, exit status, and follow up history.  This can be printed 

(prints up to 4 pages) and placed in the participant file with the Adult Learning  

Plan (ALP).  (See below image of a portion of a sample print registration screen.)  
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    Sample  Partial  Image   
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Chapter 2  

  

Class Functions  

Chapter 2 ï Class Functions  

In this chapter you will learn the following:  

Section 2.0 ï Where to find Class Functions  

Section 2.1 ï Class Function Search  

Section 2.2 ï Instructor Data Entry   

Section 2.3 ï Location Data Entry  

Section 2.4 ï Setting up Classes  

  

 
  

Section 2.0 ï Where to find Class Functions  

  

Class functions are found on the Provider Admin tab.  (Image 2.0a)  

  

Image 2.0a  

 
Class functions operate on the Adult Education Program Year of July 1st ï June  

30th whereas a participantôs registration can span multiple program years.  

  

 
  

Section 2.1 ï Class Function Search  

  

When selecting the Instructors and Locations function links, a Search Criteria 

screen is displayed.  (Image 2.1a)  
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 Image 2.1a 

 

1. Select the Program Year from the dropdown list  

2. Verify the Provider Name/Code belongs to the proper local program.  If the 

name displayed is incorrect, please contact the Office of Adult Education before 

entering any data into MAERS.  

3. Click on Submit to view the search results  

  
  

Section 2.2 ï Instructor Data Entry  

  

Click on the Instructors link within the Provider Admin tab.  After a search is 

completed, search results will show as follows:  

 
  

1. To view or update an existing instructor record, click the ñInstructor Nameò 

link from the Instructor column (Image 2.2a)  

2. To create a new instructor record, click on the Add Instructor button  

 (Image 2.2a)    

  
Image 2.2a   
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The following is a description of the required fields (Image 2.2b):  

Å Local Instructor Number ïThe local program assigns an ID number for the 

instructor.  The number must be a unique and does not change.   

Å First Name ï Instructorôs full legal first name  

Å Last Name ï Instructorôs legal last name  

Å Middle Initial ï Instructorôs middle initial (optional)   

Å Highest Degree Completed ï Dropdown list includes No Degree, High 

School Equivalency, High School Diploma, Certificate, Associates, 

Bachelors, Masters, and Doctorate  

Å Position Type ï Dropdown list includes Full Time, Part Time, and Unpaid 

Volunteer  

Å Instructional Experience ï Dropdown list includes Less than one year, 

One to three years, and More than three years  

Å Highly Qualified ï Highly qualified is based on Michigan Department of 

Education Guidelines (optional)  

Å Tutoring Position ï The position provides tutoring services; typically found at 

a Literacy Council (optional)  

Å Certifications ï Select all current certifications the instructor has earned  

Å License Number ï The instructorôs Michigan Department of Education 

License Number (optional)  

Image 2.2b   

All fields with a red arrow are required data entry fields and must be completed.   
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Å Instructional Area(s) ï Select all instructional areas the instructor is qualified 

to teach   

Å Status ï This is the instructorôs current availability.  Only active records can be 

used to create class setup records.  

1. Click Submit to save a new record.  Click Update to update an existing 

record  

2. Click Submit and Create New to save a new or updated record.  This clears 

the screen so another new Instructor record can be added.  

  

To copy an instructor record from the previous year, refer to Chapter 4; Class Copy 

Functions.  

  

 
  

Section 2.3 ï Location Data Entry  

  

Click on the Location link within the Provider Admin tab.  After a search is 

completed as described above, the search results will show as follows:  

  

Image 2.3a  

 
  

1. To view or update an existing location record, click on the ñLocation Nameò 

link from the Location column (Image 2.3a)  

2. To create a new location record, click on the Add Location button (Image  

2.3a)  
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The following is a description of the required fields (Image 2.3b):  

Å Location Name ï This is the local program assigned name for the location.  It 

must be a unique name.  

Å First Name ï First name of the location contact person  

Å Last Name ï Last name of the location contact person  

Å Phone ï Phone number of the location contact person  

Å Fax ï Fax number of the location contact person (optional)  

Å E-Mail ï E-mail address of the location contact person  

Å Status ï This is the locationôs current availability.  Only active records can be 

used to create class setup records.  

Å Street Address 1 ï The physical address of the location to also include City, 

State and Zip code  

Å Same as Physical Address ï Check this box if the mailing and physical 

addresses are the same.  This will automatically prefill the Mailing Address 

with the Physical Address.  

Å Street Address 1 ï The mailing address of the location to also include City, 

State and Zip code   

1. Click Submit to save a new record.  Click Update to update an existing record  

2. Click Save and Create New to save new or updated data, and to load an 

empty screen to add another new location record  

  

To copy a location record from the previous year, refer to Chapter 4; Class Copy 

Function.  

  

    

Image 2.3b   

All fields with a red arrow are required data entry fields and must be completed.   
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Section 2.4 ï Setting Up Classes  

  

When selecting the Class Setup link, a Search Criteria screen is displayed.  (Image 

2.4a)  

  

       Image 2.4a 

 

1. Select the Program Year from the dropdown list  

2. Verify the Provider Name/Code belongs to the proper local program.  If the 

name displayed is incorrect, please contact the Adult Education office before 

entering any data into MAERS.  

3. To narrow the search results, select an active record from one or more of the 

available dropdown lists and/or select a specific Instructional Area. To 

display all classes, leave the dropdown selections set to Any.  

4. Click on Submit to view the search results  

After a search is completed, search results will show as follows:  

  

  Image 2.4b  

 
 

1. To view or update an existing class record, click on the ñClass IDò link from 

the Class ID column (Image 2.4b)  

2. To create a new class record, click on the Add Class button (Image 2.4b)  
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The class setup screen is divided into three tabs.  All three tabs are part of one 

record.  Data entered will remain on all tabs until either Submit, Update or Save 

and Create New is clicked.  Clicking on Cancel or the back button will not save 

the entered data. (Image 2.4c)   

All fields with a red arrow are required data entry fields and must be completed.  The 

following is a description of the required fields:  

  

General Information tab:  

Å Class Name ï This is the local program assigned name for the class.  It 

must be a unique name.  

Å Class Number ï This is the local program assigned number for the class  

Å Class Description ï Description of the curriculum to be used in the class  

Å Capacity ï Number of seats available in the class  

Å Schedule Hours ï Number of hours the class is scheduled to meet for the 

term  

Å Instruction Method ï Dropdown list includes Classroom, 

Classroom/Distance Education, Distance Education, Learning Lab, 

Learning Lab/Distance Education, and Tutoring  

Å Instructional Area ï The course of instruction taught within the class.    

o Only one instructional area can be selected.    

  
Image 2.4c   

    


























































































































































































